230806 - k10251970            
OVERTIME
08/02 9:20am to 6:30pm
*Check and arrange by delivery receipts number that received to Ms. Marissa (removed all one copy then photocopy) (one copy attached to their respective names of sale invoice / billing statement and sales order) (FOR FILING) for the month ended of July 2025
*Arranged collection receipt to sales invoice number (for attachment to sales invoice and order slip (FILING) for the month ended of July 2025
*Removed pink copy of sales invoice (FILING) for the month ended of July 2025
*Check and arranged sales invoice number of collection receipt for attachment to sales invoice w/ sales orders to their respective name / sales invoice number (FILING) for the month ended of July 2025
*Check and attached one delivery receipt and collection receipt to their respective customer names/number of sales invoice number w/ order slip attached (FILING) for the month ended of July 2025
*Check and attached one delivery receipt and acknowledge receipt to their respective customer names of billing statement number w/ order slip attached (FILING) for the month ended of July 2025
*Filing one delivery receipt for the month ended of July 2025
*Continuation filing KMI Memo, IN2, receiving copy, Lazada payment to KMI, Lazada payment to KPII, payment to (Installation and unit), payment to KPII others, check voucher receiving copy KMI Lazada and check voucher payment to KPII, KMI receiving copy, receiving report lazada and receiving report lazada copy, Lazada payment to KMI and check voucher (HDMF Loan, HDMF Contribution, SSS Loan, SSS Contribution, and Phil Health Contribution)
*Continuation check and encode KPII Sale Invoice and KPII Billing Statement to purchases 2025 ((Sale Invoice Number, Sales Order Number, and Delivery Receipt Number) (Quantity, Model Name, Total Amount, Purchases Number, KMI Sales Invoice and KMI Billing Statement number)) for the month ended of July 2025
08/06 5:30pm to 7:30pm
*Continuation check and encode KPII Sale Invoice and KPII Billing Statement to purchases 2025 ((Sale Invoice Number, Sales Order Number, and Delivery Receipt Number) (Quantity, Model Name, Total Amount, Purchases Number, KMI Sales Invoice and KMI Billing Statement number)) for the month ended of July 2025
*Continuation start make/encode RCM for the Product loan and receive return unit then find to their respective PO# of KPII Billing Statement / KPII Sales Invoice and photo copy ( Encode KPII Billing Statement / KMI Sales Invoice, Qty., Model Name, Amount, Name, and KPII Sales Invoice Number) for the month ended of July 2025
08/09 9:20am to 6:20pm
*Continuation encode serial number for the month of June 2025
*Continuation check and arrange by delivery receipts number that received to Ms. Marissa (removed all one copy then photocopy) (one copy attached to their respective names of sale invoice / billing statement and sales order and one copy for filing) (FILING) for the month ended of July 2025
*Continuation check and attached one delivery receipt to their respective customer names/number of sales invoice number w/ order slip attached (FILING) for the month ended of July 2025
*Continuation check and attached one delivery receipt and acknowledge receipt to their respective customer names of billing statement number w/ order slip attached (FILING) for the month ended of July 2025
*Continuation filing Lazada payment to KMI, one delivery receipt for the month ended of July 2025
*Continuation start make/encode RCM for the Product loan then find to their respective PO# of KPII Billing Statement photo copy ( Encode KPII Billing Statement, Qty., Model Name, Amount, Name, and KMI Billing Statement) for the month ended of July 2025
*Filing BIR, KPII Sales Invoice and KPII Billing Statement for the month ended of July 2025
* Encode serial number for the month of July 2025
08/16 8:00am to 6:00pm
*Continuation check and arrange by delivery receipts number that received to Ms. Marissa (removed all one copy then photocopy) (one copy attached to their respective names of sale invoice / billing statement and sales order and one copy for filing) (FILING) for the month ended of July 2025
*Continuation check and attached one delivery receipt to their respective customer names/number of sales invoice number w/ order slip attached (FILING) for the month ended of July 2025
*Continuation check and attached one delivery receipt and acknowledge receipt to their respective customer names of billing statement number w/ order slip attached (FILING) for the month ended of July 2025
*Continuation filing BIR, RCM (ATD, RR), one delivery receipt and others document for the month ended of July 2025
*Continuation filing KPII Sales Invoice and KPII Billing Statement for the month ended of July 2025
*Continuation encode serial number for the month of July 2025
*Writes manually purchases and sales to their respective book of accounts for the month of July 2025
*Start make/encode RCM for the Product loan and Receiving Return ‘ Report then find to their respective PO# of KPII Billing Statement / KPII Sales Invoice then photo copy ( Encode KPII Billing Statement / KPII Sales Invoice, Qty., Model Name, Amount, Name, and KMI Billing Statement / KPII Sales Invoice) for the month ended of August 2025
08/27 5:30pm to 7:30pm
*Filing KMI Documents / papers 2023, 2024, and 2025 (Salaries and Wages, Lazada payment to KPII and others)
*Continuation encode serial number for the month of July 2025
08/30/ 9:00am to 7:00pm
*Arrange and notes documents / files year 2021-2022 in the box to be sent to the Cavite warehouse
*Check and arrange by delivery receipts number that received to Ms. Marissa (removed all one copy then photocopy) (one copy attached to their respective names of sale invoice / billing statement and sales order) (FOR FILING) for the month ended of August 2025
*Check and arranged sales invoice number of collection receipt for attachment to sales invoice w/ sales orders to their respective name / sales invoice number (FILING) for the month ended of August 2025
*Removed pink copy of sales invoice (FILING) for the month ended of August 2025
*Check and encode KPII Sale Invoice and KPII Billing Statement to purchases 2025 ((KPII Sale Invoice Number, KPII Billing Statement Number, KPII Sales Order Number, and KPII Delivery Receipt Number) (Quantity, Model Name, Total Amount, Purchases Number, KMI Sales Invoice and KMI Billing Statement number)) for the month ended of August 2025
*Start make/encode RCM for the Product loan and Receive Return unit then find to their respective PO# of KPII Billing Statement and KPII Sales Invoice then photo copy ( Encode KPII Billing Statement, Qty., Model Name, Amount, Name, and KMI Billing Statement) for the month ended of August 2025
09/03 5:30pm to 7:30pm
*Continuation check and encode KPII Sale Invoice and KPII Billing Statement to purchases 2025 ((KPII Sale Invoice Number, KPII Billing Statement Number, KPII Sales Order Number, and KPII Delivery Receipt Number) (Quantity, Model Name, Total Amount, Purchases Number, KMI Sales Invoice and KMI Billing Statement number)) for the month ended of August 2025
*Continuation filing KPII Sales Invoice and KPII Billing Statement, RCM (ATD and RR), Lazada payment to KMI, Lazada payment to KPII, payment to (Installation and unit), check voucher receiving copy KMI Lazada and check voucher payment to KPII, receiving report lazada and receiving report lazada copy, Lazada payment to KMI and check voucher (HDMF Loan, HDMF Contribution, SSS Loan, SSS Contribution, and Phil Health Contribution), KMI BPI and BDO History, and Salaries and Wages
09/13 9:25am to 5:55pm
*Continuation encode serial number for the month of July 2025
*Continuation check KPII Sale Invoice and KPII Billing Statement to purchases 2025 ((KPII Sale Invoice Number, KPII Billing Statement Number, KPII Sales Order Number, and KPII Delivery Receipt Number) (Quantity, Model Name, Total Amount, Purchases Number, KMI Sales Invoice and KMI Billing Statement number)) for the month ended of August 2025
*Continuation filing BIR, KPII Sales Invoice and KPII Billing Statement, RCM (ATD and RR), Lazada payment to KMI, Summary of sale and Summary of sales receiving copy, IN2, Lazada payment to KPII, payment to (Installation and unit), check voucher receiving copy KMI Lazada and check voucher payment to KPII, receiving report lazada and receiving report lazada copy, Lazada payment to KMI and check voucher (HDMF Loan, HDMF Contribution, SSS Loan, SSS Contribution, and Phil Health Contribution), KMI BPI and BDO History, and Salaries and Wages
*Continuation encode serial number for the month of July 2025
*Continuation check and arrange by delivery receipts number that received to Ms. Marissa (removed all one copy then photocopy) (one copy attached to their respective names of sale invoice / billing statement and sales order) (FOR FILING) for the month July and August 2025
*Removed pink copy of sales invoice (FILING) for the month ended of August 2025
*Filing KMI Sales Invoice pink copy, KMI Delivery Receipt one copy, KMI Sales Invoice and KMI Billing Statement w/ attached one (1) delivery receipt and sales orders for the month of July and August 2025
*Encode serial number for the month of August 2025
10/04  8:00am to 5:30pm
*Continuation filing KMI Memo, RCM (ATD, RR, and others), BPI transaction summary, KMI receiving report lazada and receiving report lazada copy, receiving copy, receiving copy,  summary of sales and receiving copy of summary and sales, Lazada payment to KPII and receiving copy, Lazada payment to KPII, payment to (Installation and unit) and receiving copy, Lazada payment to KMI, Factory Sales document, and others for the months of September 2025
*Check and arrange the delivery receipt by delivery receipt number that was received from Ms. Marissa for the months of September 2025
*Check and arrange by delivery receipts number that received to Ms. Marissa (removed all one copy then photocopy) (one copy attached to their respective names of sale invoice / billing statement and sales order) (FOR FILING) for the month ended of September 2025
*Arranged collection receipt to sales invoice number (for attachment to sales invoice and order slip (FILING) for the month ended of September 2025
*Removed pink copy of sales invoice (FILING) for the month ended of September 2025
*Check and arranged sales invoice number of collection receipt for attachment to sales invoice w/ sales orders to their respective name / sales invoice number (FILING) for the month ended of September 2025
*Check and attached one delivery receipt and collection receipt to their respective customer names/number of sales invoice number w/ order slip attached (FILING) for the month ended of September 2025
*Check and attached one delivery receipt and acknowledge receipt to their respective customer names of billing statement number w/ order slip attached (FILING) for the month ended of July 2025
*Filing KMI Sales Invoice and KMI Billing Statement w/ Collection Receipt, Acknowledgement receipt, Order Slip and Delivery Receipt for the month ended of September 2025
*Continuation check and encode KPII Sale Invoice and KPII Billing Statement to purchases 2025 ((KPII Sale Invoice Number, KPII Billing Statement Number, KPII Sales Order Number, and KPII Delivery Receipt Number) (Quantity, Model Name, Total Amount, Purchases Number, KMI Sales Invoice and KMI Billing Statement number)) for the month ended of September 2025
*Filing KPII Sale Invoice and Billing Statement
*Continuation encode RCM for the Product loan and Receive Return unit then find to their respective PO# of KPII Billing Statement and KPII Sales Invoice then photo copy ( Encode KPII Billing Statement, Qty., Model Name, Amount, Name, and KMI Billing Statement) for the month ended of September 2025
*Encode serial number for the month of September 2025
10/25 7:25am to 5:30pm
*Writes manually purchases and sales to their respective book of accounts for the month of July, August and September 2025
*Encode RCM for the Product loan and Receive Return unit then find to their respective PO# of KPII Billing Statement and KPII Sales Invoice then photo copy (Encode KPII Billing Statement, Qty., Model Name, Amount, Name, and KMI Billing Statement) for the month ended of October 2025
*Check and encode KPII Sale Invoice and KPII Billing Statement to purchases 2025 ((KPII Sale Invoice Number, KPII Billing Statement Number, KPII Sales Order Number, and KPII Delivery Receipt Number) (Quantity, Model Name, Total Amount, Purchases Number)) for the month ended of October 2025
*Continuation filing RCM (RR), Lazada payment to KMI for the months of October 2025
11/08 7:56am to 6:16pm
*Check and arrange by delivery receipts number that received to Ms. Marissa (removed all one copy then photocopy) (one copy attached to their respective names of sale invoice / billing statement w/ sales order) (FOR FILING) for the month ended of October 2025
*Arranged highest to lowest number of collection receipt to sales invoice number and acknowledge receipt to billing statement number (for attachment to sales invoice and order slip (FILING) for the month ended of October 2025
*Check and attached one delivery receipt and collection receipt to their respective customer names/number of sales invoice number w/ order slip attached (FILING) for the month ended of October 2025
*Check and attached one delivery receipt and acknowledge receipt to their respective customer names of billing statement number w/ order slip attached (FILING) for the month ended of October 2025
*Removed pink copy of sales invoice (FILING) for the month ended of October 2025
*Filing KMI Sales Invoice and KMI Billing Statement w/ Collection Receipt, Acknowledgement receipt, Order Slip and Delivery Receipt for the month ended of October 2025
*Continuation filing BPI transaction summar, Lazada payment to KPII and receiving copy, payment to KPII (Installation and unit) and receiving copy, check voucher (HDMF Loan, HDMF Contribution, SSS Loan, SSS Contribution, and Phil Health Contribution), BIR,  	RCM (ATD and RR), summary of sales and receiving copy of summary and sales, receiving copy, IN2, Factory Sales, Lazada payment to KMI, KMI Memo, KMI Delivery Receipt, KMI Pink copy of Sales Ivoice, KPII Sales Invoice and KPII Billing Statement and others for the months of October 2025
*Continuation check and encode KPII Sale Invoice and KPII Billing Statement to purchases 2025 ((KPII Sale Invoice Number, KPII Billing Statement Number, KPII Sales Order Number, and KPII Delivery Receipt Number) (Quantity, Model Name, Total Amount, Purchases Number)) for the month ended of October 2025
*Continuation encode RCM for the Product loan and Receive Return unit then find to their respective PO# of KPII Billing Statement and KPII Sales Invoice then photo copy (Encode KPII Billing Statement, Qty., Model Name, Amount, Name, and KMI Billing Statement) for the month ended of October 2025
11/12 5:30pm  to 7:30pm
*Encode GP-QRS-01-070121 (BOX 401 and BOX 402) and sealed
*Encode serial number for the month of October 2025
*Continuation check and arrange by delivery receipts number that received to Ms. Marissa (removed all one copy then photocopy) (one copy attached to their respective names of sale invoice / billing statement w/ sales order) (FOR FILING) for the month ended of October 2025
*Continuation arranged highest to lowest number of collection receipt to sales invoice number and acknowledge receipt to billing statement number (for attachment to sales invoice and order slip (FILING) for the month ended of October 2025
*Continuation  check and attached one delivery receipt and collection receipt to their respective customer names/number of sales invoice number w/ order slip attached (FILING) for the month ended of October 2025
*Continuation check and attached one delivery receipt and acknowledge receipt to their respective customer names of billing statement number w/ order slip attached (FILING) for the month ended of October 2025
11/19 5:30pm  to 6:30pm
*Encode serial number for the month of October 2025
11/22/ 7:40am to 6:10pm
*Shred of KMI document summary of sales and receiving copy year 2022 daily sales
*Wrap Christmas giveaways for BOD / VIP 2025
*Continuation encode RCM for the Product loan find to their respective PO# of KPII Billing Statement and KPII Sales Invoice then photo copy (Encode KPII Billing Statement, Qty., Model Name, Amount, Name, and KMI Billing Statement) for the month ended of October 2025
*Continuation check and filing KPII Sale Invoice and KPII Billing Statement to purchases 2025 ((KPII Sale Invoice Number, KPII Billing Statement Number, KPII Sales Order Number, and KPII Delivery Receipt Number) (Quantity, Model Name, Total Amount, Purchases Number)) for the month ended of October 2025
*Continuation filing BIR, RCM (ATD and RR), Lazada payment to KMI for the months of November 2025
12/01 5:30pm to 9:00pm
*Continuation wraps the Christmas giveaways for regular customer 2025
12/06/ 8:05am to 6:25pm
*Continuation attached one delivery receipt to their respective customer names of sales invoice and billing statement number w/ order slip attached (FILING) for the month ended of October and September 2025
*Continuation encode serial number for the month ended of October and September 2025
*Continuation filing BPI transaction summary, KMI Bank Recon files, KMI receiving report lazada and receiving report lazada copy, Lazada payment to KPII and receiving copy, salaries and wages, KMIpayment to KPII (Unit), summary of sales and receiving copy of summary and sales, receiving copy, IN2, Factory Sales, Lazada payment to KMI, KMI Memo, KMI Delivery Receipt, KMI Pink copy of Sales Invoice, KPII Sales Invoice and KPII Billing Statement and others for the months of November 2025 
*Check and arrange by delivery receipts number that received to Ms. Marissa (removed all one copy then photocopy) (one copy attached to their respective names of sale invoice / billing statement w/ sales order) (FOR FILING) for the month ended of November 2025
*Check and attached one delivery receipt to their respective customer names/number of sales invoice number w/ order slip attached (FILING) for the month ended of November 2025
*Check and attached one delivery receipt to their respective customer names of billing statement number w/ order slip attached (FILING) for the month ended of November 2025
*Removed pink copy of sales invoice (FILING) for the month ended of November 2025
*Filing KMI Sales Invoice and KMI Billing Statement, Order Slip and Delivery Receipt for the month ended of November 2025
*Check and encode KPII Sale Invoice and KPII Billing Statement to purchases 2025 ((KPII Sale Invoice Number, KPII Billing Statement Number, KPII Sales Order Number, and KPII Delivery Receipt Number) (Quantity, Model Name, Total Amount, Purchases Number)) (Purchases Order Number, KMI Sales Invoice and KMI Billing Statement number) for the month ended of November 2025
*Encode RCM for the Product loan and Receive Return unit then find to their respective PO# of KPII Billing Statement and KPII Sales Invoice then photo copy (Encode KPII Billing Statement, Qty., Model Name, Amount, Name, and KMI Billing Statement) for the month ended of November 2025
12/09 5:30pm to 8:00pm
*Check and attached collection receipt to their respective customer names/number of sales invoice number w/ order slip attached (FILING) for the month ended of November 2025
*Continuation wraps the Christmas giveaways for regular customer 2025

